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2017-18 NC Pre-K Plan
Teacher Placement Process
Instructional Manual

This manual provides instruction for the process to place instructional staff in both
public and private sites/classrooms in the NC Pre-K Plan.
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Teacher List Screen

After logging into the NC Pre-K Plan, click the Teacher List button to begin the teacher placement
process.

This will take you to the Teacher List Screen.

NORTH CAROLINAKX \\ ¥ Plan: test Onslow County Partnership for Children

User: Karl Konrad
| — *
*

Prekindergaorten Program

Home NCPKKids System Messages Instructions Logoff

Plan Forms List

School Year: [2017-2018 v

Select Plan Name
test Alamance Partnership for Children

test Albemarle Alliance for Children and Families, Inc.
test Alexander County Partnership for Children

test Alleghany County Schools

test Alliance for Children

test Anson County Partnership for Children

test Ashe County School System

test Avery County Public Schools

test Beaufort/Hyde Partnership for Children

test Bertie County Schools

test Bladen County Schools N

)OO0 O0O00O00O0O0O0O0

trck Duncamba Caonbu Darbnarchin far Childean

< >
Change Request _ I Missing Fields I Teacher List <: CR List _ I Print Menu

On the Teacher List screen, all Active teachers will be displayed who have previously been entered in
the NC Pre-K Plan.

T

¥
- H - i ildr E =
NORTH CAROLINAY \\ Plan: test Alamance Partnership for Children Edit Mode: Change Request

* Contract Number: 2615418 User: Karl Konrad Fiscal Year: 2017-2018

Home NCPKKids System Messages Instructions Logoff

Prekindergarten Program

Show Inactive: [

Current Current
Classroom Teacher urrent
First Name Last Name Current Site Code Type Reimbursement Active Incomplete CRs
@) Amy Latta Not Currently Assigned Active
O Angela Corbett Not Currently Assigned Active
o Angela Jarrett Not Currently Assigned Active
O Annette Haithcox Not Currently Assigned Active
@) Armando Garcia Not Currently Assigned Active
O Ashley Cox Not Currently Assigned Active
O Atoya Maoser Not Currently Assigned Active
O Barbara Fargis Not Currently Assigned Active
O Barbara Short-Price Not Currently Assigned Active
O Benita Long Not Currently Assigned Active v
< >
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To include Inactive teachers in the list, click the box for Show Inactive. The inactive teachers will be
highlighted in light orange.

NORTH CAROLINA e \\ ¥ Plan: test Alamance Partnership for Children Edit Mode: Change Request
* Contract Number: 2615418 User: Karl Konrad Fiscal Year: 2017-2018
- *

Home NCPKKids System Messages Instructions Logoff

Prekindergarten Program

Teacher List
Show Inactive:

Current Current
Classroom  Teacher Current
Select First Name Last Name Current Site Code Type Reimbursement Active Incomplete CRs
O Alexandra Herron Inactive
O Alice Barnes Inactive
O Alphie Battle Inactive
O Amber Taylor Inactive
O Amy Latta Not Currently Assigned Active
O Angela Corbett Not Currently Assigned Active
O Angela Jarrett Not Currently Assigned Active
O Anita Gomez Inactive
O Anjeanette Miles Inactive
O Annette Haithcox Not Currently Assigned Active v
< B i >

At the bottom of the Teacher List screen, you will see four buttons:

» Edit — click to edit information for the teacher’s demographics, classroom assignment, education,
licensure and credentials

» Place Teacher — click to begin the process for placing teachers in the NC Pre-K sites/classrooms

» Previous and Next — click to move through the tabs at the top of the screen for Committee,
Contract Info, County, Sites, Classrooms, Teachers and Budget

1. ¥ -
NORTH CAROLINA ¥ \'{\ X Plan: test Beaufort/Hyde Partnership for Children Edit Mode: Change Request
+* Contract Number: 2633418 User: Karl Konrad Fiscal Year: 2017-2018
— *
X i System Messages Instructions
Prekindergarien Program Home NCPKKids Logoff

Teacher List

Show Inactive: []

Current Curre
Classroom Teacher Current
Se First Name Last Name Current Site Code Type Reimbursement Active Incomplete CRs
O Adrian Winters Not Currently Assigned Active
(@) April Doane Not Currently Assigned Active
O Charlotte Ferrell Not Currently Assigned Active
O Cindy Jewell Not Currently Assigned Active
O Danielle Price Not Currently Assigned Active
(@) Gladys Winfield Not Currently Assigned Active
(@) Jennifer Mondragon Not Currently Assigned Active
O Jennifer Prevatt Not Currently Assigned Active
O Jennifer Rapoport Not Currently Assigned Active
(@) Jennifer Tuten Not Currently Assigned Active v
<
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Starting the Teacher Placement Process

New Teacher:

To start the teacher placement process for a New Teacher:
» go to the Teacher List screen
» click the Place Teacher button without selecting a name

o

NORTH CAROLINA ;"’ Plan: test Beaufort/Hyde Partnership for Children Edit Mode: Change Request

o
* Contract Number: 2633418 User: Karl Konrad Fiscal Year: 2017-2018

Home NCPKKids System Messages Instructions Logoff

Prekindergorten Program

Teacher List

Show Inactive: []

Current Current
room Teacher Current

First Name Last Name Current Site Code Type Reimbursement Active Incomplete CRs
O Adrian Winters Not Currently Assigned Active
O April Doane Not Currently Assigned Active
O Charlotte Ferrell Not Currently Assigned Active
O Cindy Jewell Not Currently Assigned Active
O Danielle Price Not Currently Assigned Active
O Gladys Winfield Not Currently Assigned Active
O Jennifer Mondragon Not Currently Assigned Active
O Jennifer Prevatt Not Currently Assigned Active
O Jennifer Rapoport Not Currently Assigned Active
O Jennifer Tuten Not Currently Assigned Active v
.( 0w oo oo o q . >

On the Place Teacher screen, click the New Teacher button. The next step will be to enter the teacher’s name,
demographic information, teacher type, site and classroom with start/end dates.

New for 2017-18:
Fields have been added to enter the teacher’s Birthdate and WorkForce ID (WFID). These are not required
fields and can be left blank.

Place Teacher
If teacher placement is for a new teacher, select button for new teacher anthanter teacher's first gpafast name.

:> @ --New Teacher-- O Gladys winfield OJennifer Williams O Molly Cooper-Coggins O Stephanie Fore P
O Adrian Winters O Jennifer Mondragon O Laticia Carraway O patricia Shelton O Tameka Smith

O April Doane O Jennifer Prevatt O Marie Hogans O Rachita Grimes OTeresa Clayton

O charlotte Ferrell O Jennifer Rapoport O Martha Morales-Gonzalez ) Ramona Marley O Teresa Flowers

(@] Cindy Jewell O Jennifer Tuten O Melissa Gurkins O sandra Askew O Tereska Sims v

() Anminlln nriea

Please enter the teacher’s legal name.
First Name Middle Name Maiden Name Last Name
I

Birth date:
WorkForce ID (WFID):
Teac dcity; i

Teacher's Race [J American Indian or Alaska Native

(Check at least one, and all that [ asian
apply)
[IBlack or African American
[ native Hawaiian or Other Pacific Tslander
D White / European American
Teacher Type: [-Select One— v]

To send a classroom request to DCDEE for
review, please select the reason before
clicking the next button.

[ v]

site: [~Select One— v q
Classroom:  Site has no active classrooms. |. ext ‘

4|Page August 2017



Existing Teacher:

To start the teacher placement process for an existing, active teacher in a site/classroom:
» go the Teacher List screen
» select the radio button beside the teacher’s name and click Place Teacher

D
-~ g - i i H -
NORTH CAROLINA¥ \\ ¥ Plan: test Anson County Partnership for Children Edit Mode: Change Request

* Contract Number: 2630618 User: Karl Konrad Fiscal Year: 2017-2018
— *

Prekindergarten Program

Home NCPKKids System Messages Instructions Logoff

Teacher List

Show Inactive: [

Current Current
Classroom Teacher Current
Select First Name Last Name Current Site Code Type Reimbursement Active Incomplete CRs
O Angela Johnson Not Currently Assigned Active
:> ® Anitha Revels Not Currently Assigned Active
@) Ashley Huntley Not Currently Assigned Active
O Bernice Adams Not Currently Assigned Active
@) Chantell wall Not Currently Assigned Active
O Dayna Faw Not Currently Assigned Active
O Etta Call Not Currently Assigned Active
O Evelyn Covington Not Currently Assigned Active
@) Jeanateer Merritt Not Currently Assigned Active
O Jeannette Smith Not Currently Assigned Active v
< >

On the Place Teacher screen, you will see the teacher’s name and the site/classroom assignment from prior
year(s). The next step will be to enter the teacher type, site and classroom with start/end dates for the current

year.
1" =
NORTH CAROLINA - \\¥¥ Plan: test Anson County Partnership for Children Edit Mode: Change Request
* Contract Number: 2630618 User: Karl Konrad Fiscal Year: 2017-2018
- *
Home NCPKKids System Messages Instructions Logoff

Prekindergarten Program

Place Teacher
If teacher placement is for a new teacher, select button for new teacher and enter teacher's first and last name.

O --New Teacher— O Chantell wall O jeannette smith O Margaret Goins O Robin Cason

(@] Angela Johnson (@] Dayna Faw O Johnie Pettiford O Mary Lindsey O sharon Sturdivant
:>© Anitha Revels O Etta Call O Lillian Johnson O Monica Carnes O Tonya Davis

O Ashley Huntley O Evelyn Covington @] Lynnda Gatewood O Nicole David O Tracey Harrington

O Bernice Adams O Jeanateer Merritt O Lyra Johnson

< >

Place teacher: Anitha Revels

Teacher
Prior Status Classroom Type Exit Date Maximum Rate
Classes:

Teacher

Type: [—-Select One-—- V|
site: [~select One— v
Classroom:  Site has no active classrooms. INext

startDate: [ | Endpate: | g
= i
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Placing a Teacher in a Classroom

The Next Step to place either a new or existing teacher in a site/classroom is:

Select the teacher type (Lead, Assistant, Long-term Lead, Long-term Assistant)
Select the Site

Select the Classroom

Enter the start and end date (dates must be between 7/1/2017 and 6/30/2018)
Click Next

New for 2017-18:
The End Date for the classroom assignment now defaults to 6/30/2018.

e W e

Place Teacher
If teacher placement is for a new teacher, select button for new teacher and enter teacher's first and last name

O --New Teacher-- O chantell wall O seannette smith O Margaret Goins O Robin Cason
0 Angela Johnson 0 Dayna Faw O 10hnie pettifora O Mary Lindsey O sharon sturdivant
@) Anitha Revels O Etta Call O Lillian Johnson O Manica Carnes O Tonya Davis

0O O . 0O O : 0 ,
\_/ Ashley Huntley Evelyn Covington '_/Lynnda Gatewood '_/Micole David '/ Tracey Harrington

Ogernice adams O Jeanateer Meritt O Lyra Johnson

< >

Place teacher: Anitha Revels

Teacher| Entry Maximum
Status | Site Classroom| Type Date Exit Date Rate
) Prior| Central 05|  Lead|01/03/2017|06/30/2017| NC Pre-K
Prior Year| Center Primary:
Classes: for $600
Children
and
Families
Teac!1er ~Select One- v|
Type:

“‘6“ Site: ‘"SEIP‘C[ One-- V‘ To send a classroom request to DCDEE for
e , Classroom: Site has no active classrooms. r?w;._w, izi\]ease ):ile;t the reason before
clicking the next button.

A,
M Next End Date now defaults to 6/30/2018
I
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Lead Teacher — Public School Site/Classroom:

When you Click Next from the Place Teacher screen:

» if the Lead Teacher is being placed in a Public School site/classroom
» and the required education/licensure information has been entered
» the Lead Teacher will automatically be assigned to the site/classroom

You will not need to submit a change request.

Lead Teacher assignment to the public school site/classroom is Active and process is Complete.

Teacher: April Doane

Please enter the teacher's legal name. Birth date: | |
FirstName: | Apri XTI workForce ID (WFID): | |

Middle Name: Teacher Ethnicity: Hispanic O Yes @ e

Maiden Name: Teacher's Race [l american Indian or Alaska Native
Last Name: Doane (ang;)k at least one, and all that [ Asian

Active: [ Black or African American

[ Native Hawaiian or Other Pacific Islander

¥ white / European American

| Education, License and Credentials are Editable |

Classroom Assignment

Classroom Teacher Type Entry Date| Exit Date Maximum Rate

ﬁ“mpléte Active MNortheast Elementary | 01 Lead 08/28/2017 |06/30/2018 | NC Pre-K Primary: $600 Edit ' Delete
i NC Pre-K Secondary: 5215
Prior Year Mortheast Elementary | 01 Lead 08/01/2016 |06/30/2017 | NC Pre-K Primary: $600
NC Pre-K Secondary: $215
Prior Year MNortheast Elementary |01 Lead 08182015 | 06/09/2016 | NC Pre-K Primary: $533
NC Pre-K Secondary: 5215

Approved Teacher Types

Approval

Teacher Type Site Start Date End Date Type
Lead Public Sites | 10/07/2014 Automatic
Agsistant All Sites 10/07/2014 Automatic
Long-term Substifute Assistant | All Sites 10/07/2014 Automatic
Long-term Substitute Lead All Sites 10/07/2014 Automatic

Education

ECE Related Earned or Date GPA 2.5 & Documented

ECE Fields Fields Working On  Earmed  or Higher Hours
BA./ BS | Early Childhood Education 10/07/2014 | Yes 2015-2016 - No | Edit | Delete

| New

Licensure

Effective 6 Documented
Status Date Hours

B-K /Pre-K/K Standard Prof Il |Holds | 10/07/2014
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When you Click Next from the Place Teacher screen:

» if the required information is not entered for a Lead Teacher being placed in a public school

» the status will be Pending for the Classroom Assignment

See the red error box and yellow caution triangle for the information that must be entered for
education/licensure.

Teacher: Betsy Helms

Please enter the teacher’s legal name. Birth date: l:|
FirstName: ~ Belsy CETTT WorkForce ID (WFID): ]

Middle Name: Teacher Ethnicity: Hispanic Oves @pp
Waiden Name: Teacher's Race DAmerican Indian or Alaska Native
LastName:  Helms g(;l:‘a;)k at least one, and all that DAsian
Active: Active v [ Black or Afrcan American
D Native Hawalian or Other Pacific Islander
Wl white { European American
For TAs who wish to Iteach in a public Oves O O Working Toward ®ua
school, does the assistant meet the
requirements for NCLB Exception? ¢ yes, check a1l that apply:
(12 Years of relevant ECE experience
(16 £CE semester hours
| Education, License and Credentials are Editable |
Classroom Assignment
|The Teacher is not approved to teach in a public site. Please enter required education, licensure and/or credentials. |
00 ed e pe Date Date d Rate A
Pending | Elizabethtown Primary | ETP-1 Lead 08/28/2017 {06/30/2018 Dalate

Teacher Qualification - One of the following criteria must be met:

Prior Year | Elizabethtown Primary | ETP-1 Assistant 08/01/2016 | 06/30/2017 | Teacher is an assistant,
and is not reimbursed.

Teacher is an assistant,
and is not reimbursed. /

Lead: A Lead teacher must have earned a BA/BS degree or higher, holds another
license and working toward a BK or Pre-K/K Add-On license.

Prior Year | Elizabethtown Primary| ETP-1 Assistant 08/01/2015 [06/30/2016 Lead: A Lead teacher must have earned a BA/BS degree or higher and halds a

BK or Pre-K/K Add-On license.

Approved Teacher Types

Approval
Teacher Type | Site StartDate End Date| Type

Education

ECE Related Earned or | Date | GPA 2.5 |6 Documented

Degree ECE Fields ~ Fields  Working On Earned or Higher|  Hours m < Enter Education information

Licensure
Effective |6 Documented
License Status| Date Hours Enter License information
8|Page

August 2017



Once you enter the required information for Education and Licensure, the Lead Teacher assignment
to the public school site/classroom is Active and process is Complete.

You will not need to submit a change request.

Teacher: Betsy Helms

Please enter the teacher's legal name. Birth date: | |

First Name:  Betsy WorkForce ID (WFID): [ |

Middle Name: Teacher Ethnicity: Hispanic O Yes @ po

Maiden Name: Teacher's Race [[] american Indian or alaska Mative
Last Name: Helms (atégle:)k at least one, and all that [ asian

Active: [ Black or African American

[ native Hawaiian or Other Pacific Islander

] white / European American
For TAs who wish to teach in a public
school, does the assistant meet the
requirements for NCLE Exception?

Oves Ono O Working Toward ®na
If yes, check all that apply:

[ 2 Years of relevant ECE exXperience
18 ECE semester hours

| Education, License and Credentials are Editable |

Classroom Assignment

Classroom Teacher Type Entry Date Exit Date Maximum Rate
ﬁ[]]“l]lém Active Elizabethtown Primary | ETP-1 Lead 0328/2017 |D8/30/2018 | NC Pre-K Primary- 5473 Edit | Delete
Prior Year Elizabethtown Primary | ETP-1 Assistant 08/01/2016 | 06/30/2017 | Teacher is an assistant,
and is not reimbursed.
Prior Year Elizabethtown Primary | ETP-1 Assistant 08/01/2015 | 06/30/2016 | Teacher is an assistant,
and is not reimbursed.

Approved Teacher Types

Approval
Teacher Type Site Start Date End Date Type

Lead Public Sites | 07/01/2017 Automatic

Agsistant All Sites 051572017 Automatic

Long-term Substitute Assistant| All Sites 05M5/2017 Automatic

Long-term Substitute Lead All Sites 051152017 Automatic

Education
ECE Related | Earned or Date GPA 2.5 6 Documented

ECE Fields Fields Working On Earned or Higher Hours
|:> BA/ BS | Early Childnood Education| ' [051512017 | Yes | 2017-2018 - Not Applicable | Edit | Delete

Licensure

Effective 6 Decumented

License Status Date Hours
|:> NC Lateral Entry BK License |Holds | 07/01/2017 | 2017-2018 - In Progress | Edit | Delete
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Lead Teacher — Private Site/Classroom:

When you Click Next from the Place Teacher screen:

» if the Lead Teacher is being placed in a Private site/classroom
» and they were approved in the Prior Year based on holding either a BK SP1 or SP2 License
» the Lead Teacher will automatically be assigned to the site/classroom

You will not need to submit a change request.

Lead Teacher assignment to the private site/classroom is Active and process is Complete

Teacher: April Patterson

Please enter the teacher’s legal name. Birth date: l:l
First Name: Apri Change Name WorkForce ID (WFID): ]

Middle Name: Teacher Ethnicity: Hispanic O Yes ® o

Maiden Name: Teacher's Race [[] American Indian or Alaska Native
Last Name: Patterson (;;I;le;)k at least one, and all that [ Asian

Active: [ Black or African American

[[I Native Hawaiian or Other Pacific Islander
[ white / European American

Has the Lead teacher for a private site submitted the complete ®ves Ono Ona
enroliment package with required documents to the EESLPD Unit? =res o

If yes, date submitted to EESLPD: 03/06/2013

| Education, License and Credentials are Editable |

Classroom Assignment

\ Classroom Teacher Type Entry Date Exit Date Maximum Rate
ﬁ[]]“]]lﬁt[} Active SPECNINE INC Lead 03/15/2017 | 05/30/2018 | NC Pre-K Primary: 650 | Edit| Delete

04
Prior Year | SPECNINE INC |04 Lead 08/29/2016 |05/31/2017 | NC Pre-K Primary: $650
Prior Year | SPECNINE INC| 04 Lead 08/01/2015 | 06/30/2016 | NC Pre-K Primary: 5650 [ New |
Approved Teacher Types
Approval
Teacher Type Site Start Date  End Date = Type
Lead Public Sites 07/23/12014 Automatic
Lead SPECNINE INC | 08/01/2015 | D&/30/2016 | Override
Lead Private Sites 07/01/2016 | 06/30/2013 | Cverride
Lead SPECNINE INC | 08/29/2016 | 05/31/2017 | Override
Lead Private Sites 07/01/2017 | D6/30/2013 | Override
Assistant All Sites 05/08/2010 Automatic
Long-term Substitute Assistant| All Sites 05/08/2010 Automatic
Long-term Substitute Lead All Sites 05/08/2010 Automatic

Education
ECE Related Earned or Date GPA 2.5 6 Documented

| ECE Fields | Fields _Working On_ Earned or Higher_ Hours | |
BA / BS | Early Childhood Education Eamned 05/08/2010( Yes 2016-2017 : Not Applicable | Edit | Delete

2015-2016 - No | New |

Licensure
Effective 6 Documented

License Status Date Hours
| > B-K (Pre-K/K Standard Prof | [Helds | 12/31/2015 | 2016-2017 : Not Applicable | Edit | Delete

NC Lateral Enfry BK License |Holds |07/23/2014 | 2015-2016 - Yes Edit | Delete m
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License
|:> |NC Lateral Entry BK License | Holds | 01/0512015 | 20162017 -Not Applicable | it pelete

When you Click Next from the Place Teacher screen:

» if the Lead Teacher is being placed in a Private site/classroom
» but did not hold either a BK SP1 or SP2 License
» the Lead Teacher will not be assigned to the private site/classroom as Active

You will need to submit a change request.

Teacher: Nicole Drayten

Please enter the teacher’s legal name. Birth date: |:|
First Name: Nicole Change Name WorkForce ID (WFID): l:l

Middle Name:

Teacher Ethnicity: Hispanic O ves @ no
Maiden Name: Teacher's Race [l american Indian or Alaska Native
Last Name: Drayton g(;l;?;)k at least one, and 2l that [asian
Active: [ slack or African American

[native Hawaiian or Other Pacific Islander

White / European American

Has the Lead teacher for a private site submitted the complete ® Owne O
enrollment package with required documents to the EESLPD Unit? - 'e= /No LJNA

If yes, date submitted to EESLPD: 09/04/2014

| Education, License and Credentials are Editable |

Classroom Assignment

00 £d e pe Date Date

Prior Year | Child Care Network #34 | 01 Lead 09/16/2016 |05/31/2017 | NG Pre-K Primary: $650
Prior Year | Child Care Network #8401 Long-term Substitute Lead | 08/20/2016 |09/15/2016 |NC Pre-K Primary: $650 [ New |
Approved Teacher Types
Approval
Teacher Type Site Start Date End Date | Type
Lead Public Sites 01/05/2015 Automatic
Lead Child Care Network #34 | 09/16/2016 | 05/31/2017 | Override
Assistant All Sites 05/07/2011 Automatic
Long-term Substitute Assistant| All Sites 05/07/2011 Automatic
Long-term Substitute Lead All Sites 05/07/2011 Automatic
Education

ECE Related| Earned or Date GPA 2.5 6 Documented
ECE Fields Fields Working On Earned | or Higher Hours

BA/BS | Early Childhood Education 05/07/2011 2016-2017 : Not Applicable @Delete

Licensure

Effective 6 Documented
Status Date Hours
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To submit a change request, on the Place Teacher screen you will enter the required information and
Click Next.

Place Teacher
If teacher placement is for a new teacher, select button for new teacher and enter teacher's first and last name.

O --New Teacher-- O B. Mello O Debbie Schaefer O LaTrice Robinson O

\./ Rasheedah Owens A
O amber Greene O Barbie Readshaw O Dinah Wong O Laura Baer O Robin Smith
Y . ' . . oy - Y . 0y . .
‘_/Amy Latta-Spain '_/Belinda Spivey \_/) Eboni King ‘_/ Nakita Johnson '_/Shanigua Wilson
'C:'Anita Smith 'Cj' Brenda Carr 'C:' Gloria Jenrette 'Cj' Matasha Miller 'C)'Shunda Hooper
If"\l I/'\ . N I/"\ I/"\I . If'\l
‘_Ann Craft ‘! Bridget Wilson \_/) Gregory Devon ®) Nicole Drayton \_/ Sonya Ballard (v
[ P [ P, [ RSN [ R [ PN T,
£ >
Place teacher: Nicole Drayton
Status Site Classroom Teacher Type Entry Date | Exit Date Maximum Rate
Prior Classes: Prior Year| Child Care Network #384 01 Lead| 09/16/2016|05/31/2017 NC Pre-K Primary: $650
Prior Year | Child Care Network #84 01 | Long-term Substitute Lead | 08/29/2016| 09/15/2016 NG Pre-K Primary: $650
Teacher Type: | Lead v|
“‘ER Site: [Child Care Network #84 ~|  Site Type: Private For-profit child care center
E ’ Classroom:
StartDate:  [3/15/2017 | EndDate: [08/30/2018

I
[ Cocer | @ Next

When you click the Next button, the next screen will be the Change Request screen.

Click Submit and Save from this screen to create a change request for DCDEE staff to review/approve.

Add Additional Teacher Type
This Change Request is to allow a teacher to act in an additional teaching capacity that was not automatically approved. If the new teacher type is approve, then that teacher can be placed in any classroom for the duration of the change request.
A change request must be sent to the NC Pre-K State Office to approve the requested changes.

CR#
Click the Save button to save the change request and comment, the Submit button to submit the change request, or the Back button to go back to the previous screen.
Teacher Name: Nicole Drayton
Requested Approved
Teacher Teacher
Type: Lead v Type: --Select One- v
Site: Child Care Network #34 v Site: _Select One- v
Glassroom: [01 v] Classroom: - gie s no active classrooms. v/
Site Type:  Private For-profit child care center Site Type:
Start Date: | 0/15/2017 . ! ) "
Edit Teacher Allow teacher to be approved in other sites of this type for the entire school year
End Date:  |05/30/2018 Start Date:
O Checking this will update the teacher's current assignment within this classroom with the new End Date:
dates and maximum rate in this change request
Checking this will update the teacher's current assi it within this cl with the
new dates and maximum rate in this change request,
New Comment: Comment History:
Not Submitted
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If the Lead Teacher being placed in a Private site/classroom is a New Teacher, you will need to submit

a change request.

On the Place Teacher screen, you will enter the required information and Click Next.

Place Teacher

If teacher placement is for a new teacher, select button for new teacher and enter teacher's first and last name.

Teacher's Race

apply)

(Check at least one, and all that

! —-MNew Teacher-- 2 Ellen Jennings (] Kimberly Moore ' Nola Jenkins (2 sharon Minton
Yy P ™y Yy - Yy .
A Aangela Warren S Jennifer Jordan . Lauren Ipock ! Patricia Beawvers '/ Sheila Magyar
™y ™y P R ™y ™y . .
‘L Aangelia Mobles L Jillian O'Brien L Letice Moble ‘' Peggy Ewvans L Stephanie Poindexter
( bl Courtney Cartwright ( 2 Joshua Fought D Letitia Barrett ‘' Sandra Frazier C ) Susan E. Smith
O Crystal Johnson (@] Kathy Gillette ) Lisa Bradshaw ) Shannon Jones (] Tray Garris
[ T N S S, [ TP T T, [ P P S (U Y S, b [ Y P P P,
<
Please enter the teacher’s legal name.
First Name Middle Name Maiden Name Last Name
[Abigail | [Elizabetn | [winthrop | [wvales
Birth date: [7rer1008 |
WorkForce ID (WFID): | |
Teacher Ethnicity: Hispanic ® ves ) Mo

[l american 1ndian or Alaska MNative

[ asian

[l elack or african american

[ rative Hawaiian or Other Pacific Islander

|:| white / European American

Teacher Type: | Lead '

Site: | Child Care Metwork #77 V| Site Type: Private For-profit child care center
Classroom:

Start Date: ERERES End Date: 06/30/2018

[ _Cancel | M@ Next

When you click the Next button, the next screen will be the Change Request screen.

Click Submit and Save from this screen to create a change request for DCDEE staff to review/approve.

Add Additional Teacher Type

This Change Request is to allow a teacher to act in an additional teaching capacity that was not automatically approved. If the new teacher type is approve, then that teacher can be placed in any classroom for the duration of the change request.

A change request must be sent to the NC Pre-K State Office to approve the requested changes.

CR#
Click the Save button to save the change request and comment, the Submit button to submit the change request, or the Back button to go back to the previous screen.
Teacher Name: Abigail Wales
Requested Approved
Teacher Teacher
Type: Lead v Type: ~Select One-- v
Site: [Child Care Network #77 v Site: _Select One— v
Classroom: Classroom: - gie has no active classrooms. |
Site Type:  Private For-profit child care center Site Type:
Start Date:  |g/15/2017 . . ) .
Allow teacher to be approved in other sites of this type for the entire school year
End Date:  |06/30/2018 Start Date:
0 Checking this will update t_he teacher's current assignment within this classroom with the new End Date:
dates and maximum rate in this change request
Checking this will update the teacher's current it within this cl with the
new dates and maximum rate in this change request.
New Comment: Comment History:

Not Submitted
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Existing Teacher Assistant — Public School and Private Sites:

When you choose an Existing Teacher Assistant from the Place Teacher screen and Click Next :

» if the Teacher Assistant is being placed in either a Public School or Private site/classroom
» and they were approved in the Prior Year
» the Teacher Assistant will automatically be assigned to the site/classroom

You will not need to submit a change request.

Teacher Assistant assignment to the site/classroom is Active and process is Complete.

Public School Site:

Teacher: Ashley Cox

Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic O yes @® po

First Name: Ashley Teacher's Race

[] american tndian or alaska native

Middle Name: (Check at least one, and all that [ Asian
. apply)
Maiden Name: [IBlack or African American
[CInative Hawaiian or Other Pacific Islander
Last Name: Cox
[¥] white / European american
Active: ; ; o o
For TAs who wish ta_teach in a public @ ves (DO No O Working Toward O MAa
school, does the assistant meet the
requirements for NCLB Exception? If yes, check all that apply:

2 Years of relevant ECE experience
[[18 ECE semester hours

[Education, License and Credentials are Editable |

Classroom Assignment

. Status Site Classroom | Teacher Type | Entry Date | Exit Date Maximum Rate
[‘.'][“ Ietﬂ Active South Graham Elementary | 01000430 | Assistant 08/01/2016 |06/30/2017 | Teacher is an assistant, Edit | Delete
/ Al and is not reimbursed.

Prior Year South Graham Elementary | 01000430 | Assistant 07/17/2015 |06/03/2016 | Teacher is an assistant,
and is not reimbursed.

Approved Teacher Types

Approval

Teacher Type site Start Date End Date| Type
Assistant All Sites 08/13/2014 Automatic
Assistant Public Sites|07/01/2015 Automatic
Long-term Substitute Assistant| All Sites 08/13/2014 Automatic
Long-term Substitute Lead All Sites 08/13/2014 Automatic

Education

ECE Related | Earned or Date GPA 2.5 | 6 Documented

Working On| Earned | or Higher Hours
08/13/2014 | Yes 2015-2016 - No

AA ] AAS | Child Development

Private Site:

Teacher: Benita Long

Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic O ves ® no

First Name: el Teacher's Race DAmerican Indian or Alaska Native
. 5 (Check at least one, and all that .

Middle Name: apply) [ asian

Maiden Name: Black or African American

[“Inative Hawaiian or Other Pacific Islander
Last Name: Long

thite / European American

| Education, License and Credentials are Editable |

Classroom Assignment

N Status Site Classroom | Teacher Type Entry Date | Exit Date Maximum Rate
I“I]Iete Active Alamance Developmental Center-Lifespan Circle School | Lifespan 1 | Assistant 08/01/2016 |06/30/2017 | Teacher Is an assistant, Edit| Delete
and is not reimbursed.

Prior Year | Alamance Developmental Center-Lifespan Circle School | Lifespan 1 | Assistant 08/18/2015 | 06/07/2016 | Teacher is an assistant,
and is not reimbursed

Approved Teacher Types
Approval
Teach: ype Site |Start Date End Date Type
Assistant All Sites | 08/07/2014 Automatic
Long-term Substitute Assistant| All Sites | 08/07/2014 Automatic
Long-term Substitute Lead All Sites | 08/07/2014 Automatic
Education

ECE Related Earned or Date GPA 2.5 6 Documented

Degree ECE Fields Fields Working On| Earned |or Higher Hours

AA [ AAS | Early Childhood Education 08/07/2014 | Yes 2015-2016 - No | Edit | Delete m
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New Teacher Assistant — Public School Site/Classroom:

When you Click Next from the Place Teacher screen:

> and the Teacher Assistant is a new teacher in a Public School site/classroom
» the status will be Pending for the Classroom Assignment

See the red error box and yellow caution triangle for the information that must be entered for NCLB
exception/education/credentials.

NORTH CA

Plan: test Alamance Partnership for Children
Contract Number: 2615417

Edit Mode: Change Request
Fiscal Year: 2016-2017

RO N AR

User: Jeanne Barmes

Home NCPKKids

imdnroarten Frogrom

== D GETED ¢
Teacher: Alice Cooper

Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic @ ves O o

First Name:  [Qikce] Teacher's Race [ american Indian or Alaska Native

Middle Name: (Check at icast one; and all that 1 asian

Maiden Name: Lmerican

Last Name: T [ native Hawaiian or O] Islander

N : E [ white ¢ European American
Active: For TAs who wish to teach in a public ) yes @ no (O working Toward O na

school, does the assistant meet th
for NCLE £

If yes, check all that apply:
[ 2 Years of relevant ECE experience
[ & ECE semester hours

Classroom Assignment

[The Teacher is not approved to teach in a public site. Please enter required education, licensure and/or credentials.

Classroom | Teacher Type | Entry Date Exit Date Maxamum Rate

Grove Park Elementary | GP1 Te = Delete Teacher Qualification - One of the following criteria must be met:
ursed.
el i Teacher in the public schocls who meets the NCLE

Approved Teacher Types

Teacher Type Site Start Date End Date

Education

Approval childhood settin
Type

ust have also

Enter NCLB exception information

‘completed at least § semester hours in early
Shadnood edu:ztmn ‘or have 2 years work experience in an carly

ECE Related Earmed or Date GPA 2.5 6 Documented

credential.

Assistant: Assistant Te cad‘cr must be

working towards or holds an AA degree in
Early Childhood Education or Child Development.

Assistant: An Assistant Teacher must be working on or have earned a CD&

Degree ECE Ficlds Ficlds Working On Earned or Higher
Licensure
Effective | 6 Documented
License | Status  Date

Credentials

Other Earned ol te
Credential Credential Working On | Issued

6 Documented
Hours

Once you enter the required information, the Teacher Assistant assignment to the public school
site/classroom is Active and process is Complete.

You will

not need to submit a change request.

T 2 . :
NORTH CAROLINA X REe": Plan: test Alamance Partnership for Children
* Contract Number: 2615417 User:z Jeanne Bames
Prokindoergarten Prograrm P NCPKKids

Edit Mode: Change Request
Fiscal Year: 2016-2017

S SIS D G S G G G

Teacher: Alice Cooper

Please ente:

First Name:

Middle Name:
Maiden Name:

Last Name:

Active:

r the teacher’s legal name. Teacher Ethnicity: Hispanic ® yes

2 Mo

EaNEE [ =S e o Teachers Race ] american Indian or Alaska Mative

(Check at least one, and all that

appiyd [ asian

[ Black or African American

[J mative Hawaiian or Other Pacific Islander

Cooper

school, does the assistant meet the

&1 white s European American

For TAs who wish to teach in o public @ ver o e Co wvoctin onard A
requirements for NCLB Exception? If yes, check all that apply:
[1 2 vears of relevant ECE experience
[¥1 6 ECE semester hours

[Education, License and Credentials are Editable |

Classroom Assignment

Classroom Teacher Type Entry Date Exit Date

Active | Grove Park Elementary Assistant 0S/01/2016 |DG/30/2017 | Teacher is an assistant, Delete
and is not reimbursed
Approved Teacher Types
Approval
Teacher Type Site Start Date End Date Type
Assistant Public Sites |07/01/2016 Automatic

Education

ECE Related  Earned or Date GPA 2.5 6 Documented

Degree ECE Fields Fields Working On | Earned | or Higher

Licensure

License Status

Credential

Credential

Effective 6 Documented
i

s

Oth Earned or Date 6 Documvented
Credential Working On | Issued
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New Teacher Assistant — Private Site/Classroom:

When you Click Next from the Place Teacher screen:

> and the Teacher Assistant is a new teacher in a Private site/classroom
» the status will be Pending for the Classroom Assignment

See the red error box and yellow caution triangle for the information that must be entered for
education/credentials.

Teacher: Alice Wonderland

Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic O Yes ® o
First Name:  [Ikg Tez;c:er‘: REI':E dallth [ american Indian or Alaska Native
. Check at least one, and all that .

Middle Name: apply) BAslan NOTE:
Maiden Name: Black or African American . .
LastName: |Wonderand [ ative Hawaiian or Other Pacific Islander No option for NCLB EXCGDtIOI‘I

: M white / European American This is a Private Site
Active:

[ Education, License and Credentials are Editable

Classroom Assignment
|The Teacher is not approved to teach in a private site. Please enter required education, licensure and/or credentials. |

Status Classroom | Teacher Type Entry Date Exit Date Maximum Rate

Care-O-World Enrichment Center| 01 08/01/2016 |06/15/2017 | Teacher is an assistant,
and is noi reimbursed.

Teacher Qualification - One of the following criteria must be met:

" Assistant: Assistant Teacher must be working towards or holds an AA degree in
Early Childhood Education or Child Development.

Approved Teacher Types

Assistant: An Assistant Teacher must be working on or have earned a CDA
credential.

Approval
Teacher Type |Site Start Date End Date, Type

Education

ECE Related| Earned or | Date | GPA 2.5 | 6 Documented
Degree | ECE Fields Fields Working On | Earned | or Higher Hours

Licensure

Effective 6 Documented
License Status| Date Hours

Credentials

Other Earned or = Date |6 Documented

Credential | Credential Working On Issued Hours |m

Once you enter the required information for Education, the Teacher Assistant assignment to the
private school site/classroom is Active and process is Complete.

You will not need to submit a change request.

Teacher: Alice Wonderland

FPlease enter the teacher’s legal name. Teacher Ethnicity: Hispanic O ves @ no
First Name:  Alice Teacher's Race [] american Indian or alaska Native
Middle Name: {Check at least one, and all that [ asian

apply)
[ Black or african american

[ native Hawaiian or Other Pacific Islander

Maiden Name:

Last Name: Wonderland
1 white / European American

[ Education. License and Credentials are Editable |

Classroom Assignment

Delete

. Classroom | Teacher Type Entry Date  Exit Date Maximum Rate
[‘"mplete Active Care-O-World Enrichment Center| 01 Assistant 08/01/2018 | 06/15/2017 | Teacher is an assistant, Edit
and is not reimbursed_

Approved Teacher Types

Approval
Teacher Type | Site |Start Date End Date| Type
Assistant All Sites |07/01/2016 Automatic

Education
ECE Related Eamed or | Date | GPA 2.5 6 Documented

ECE Fields Fields working On | Earned | or Higher Hours

AA [ AAS | Early Childhood Education Working On 2016-2017 - Not Applicable | Edit| Delete m

Licensure

Effective 6 Documented
ticanse | States|“ave s

Credentials

Other Earned or Date | ©6 Documented
Credential | Credential Working On | Issued Hours [ New ]
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Teacher Assistant — Convert To Change Request:

When you Click Next from the Place Teacher screen and the Teacher Assistant’s
education/credentials need to be reviewed by DCDEE, you will need to submit a change request.

Click the Convert To Change Request button.

NORTH CAROLINA "'f" "\("** Plan: test Beaufort/Hyde Partnership for Children Edit Mode: Change Request
: * Contract Number: 2633417 User: leanne Bames Fiscal Year: 2016-2017
~ *
i Instructio
Prokindorgartan Program — NCPKKids instructions Logoff

I SR I I D 5 € G5B

Teacher: Adrian Winters

Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic O Yes @ po

First Name:  Adrian Teacher's Race [[] smerican Indian or Alaska Native
Middle Name: gﬁ‘;f:)k at least one, and all that [ asian

Maiden Name: [¥! Black or African American

[ native Hawaiian or Other Pacific Islander

Last Name: Winters R i
[ white / European American

Active: For TAs who wish to teach in a public @) ve; O no O warking Toward (CNA
5chop|, does the assistant megt the
4 for NCLB Excep ? 1f yes, check all that apply:

[ 2 Years of relevant ECE experience
[¥16 ECE semaster hours

| Education, License and Credentials are Editable |

Classroom Assignment

|The Teacher is not approved to teach in a private site. Please enter required ed ti li e and/or credential |
Maximum Rate &
Pending ‘Care-C-World Enrichment Center | 03 Assistant 07/01/2016 |07/02/2016 | Teacher is an assistant, Delete
and is not reimbursed. Convert To Change Request
Prior Year Eastern Elementary 04 Assistant 08/18/2015 | DE/0S/2016 | Teacher is an assistant,
and is not reimbursed.

Approved Teacher Types

Approval

Teacher Type Site Start Date End Date Type
Assistant Public Sites|07/01/2016 Automatic
Long-term Substitute Assistant| All Sites 10/07/2014 Automatic
Long-term Substitute Lead All Sites 10/07/2014 Automatic

Education
ECE Related Earned or Date GPA 2.5 6 Documented

Degree ECE Fields Fields Working On| Earned or Higher Hours
BA/BS Human Growth and Development | Eamed 10/07/2014 | Yes 2016-2017 - Not Applicable | Edit | Delete

2015-2016  No m

Degree is in Human Growth and
Development. This individual’s
education needs to be verified by the
Workforce Education Unit.

17 |Page August 2017



When you click the Convert To Change Request button, the next screen will allow you to create a
change request. Choose Verification By Workforce Education Unit from the drop-down list.

Click the Create Change Request button.

Teacher: Adrian Winters

Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic O ves ® o

First Name: [ Chaae Nase Teacher's Race [Jamerican Indian or Alaska Native
" . {Check at least one, and all that Mac

Middle Name: apply) U Asian

Maiden Name: ¥ Black or African American

[ative Hawaiian or Other Pacific Islander
LastName:  Winers -
L | white 7 European American

Active: @ For TAs who wish to teach ina public  @)yes O 1o O working Toward Ona
school, does the assistant meet the N
requirements for NCLB Exception?

If yes, check all that apply:
(]2 Years of relevant ECE experience
M6 ECE semester hours

|Education, License and Credeniials are Editable |

“lassroom Assignment

\The Teacher is not approved to teach in a private site. Please enter required education, licensure andlor credentials.

Status Site Classroom Teacher Type Entry Date Exit Date Maximum Rate
Pending lCareOWnrld Enrichment Center| 03 Assistant 07012016 | 0710272016 | Teather is an assistant, Deletel To send a classroom request to DCDEE for review, please select the reason before clicking the Create Change Request button.
e mliearied Verification by Workforce Education Unit v
Prior Year  |Eastem Elementary 04 Assistant 08/18/2015 | 06/09/2016 | Teacher is an assistant,
S

Approved Teacher Types
Approval
Teacher Type Site  Start Date End Date Type
Assistant Public Sites owm.”zmsl Automatic
Long-term Substitute Assistant| All Sites | 10/07/2014 Automatic
Long-term Substitute Lead AllSites | 101072014 | Automatic
tducation
ECE Related Earnedor  Date  GPA25 6 Documented
Degree ECE Fields Fields Working On  Earmed  or Higher Hours
BA/BS Human Growth and Development | Eamed 10/07/2014 | Yes 2016-2017 - Not Applicable | Edit | Delete

2015-2016 :No

When you click the Create Change Request button, the next screen will be the Change Request
screen.

When you click Submit and Save from this screen a change request will be created for DCDEE staff to
review/approve.

Note: The system will generate an automatic comment for the change request explaining what needs
to be reviewed by DCDEE staff.

Add Additional Teacher Type
This Change Request is to allow a teacher to act in an additional teaching capacity that was not automatically approved. If the new teacher type is approve, then that teacher can be placed in any classroom for the duration of the change request.
A change request has been sent to the NC Pre-K State Office to approve the requested changes. The current status is Submitted.
CR#8

Click the Save button to save a change request comment, or the Back button to go back to the previous screen.

Teacher Name: Adrian Winters

Requested Approved
Teacher Type: Assistant v Teacher Type: Assistant v
Site: Care-0-World Enrichment Center v Site: Care-0-World Enrichment Center v
Classroom: g3 v Classroom: g3 v

Site Type: Private Non-profit child care center
StartDate:  o7/04/2016

Site Type: Private Non-profit child care center

Allow teacher to be approved in other sites of this type for the entire school year
End Date: 07/02/2016 Start Date: 07/01/2016
EndDate:  o70212016

New Comment: Comment History:

07/11/2016 12:19:25 PM System Update

Peanne Barnes created a change request from a pending
lassignment because of: Verification by Workforce Education
Unit

Submitted

=0 ] [CEE
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Long-term Substitutes (Lead and Assistant):

Long-Term Substitute Teachers (Lead or Assistant) can be placed in a site/classroom for a maximum
of 84 calendar days (12 weeks).

On the Place Teacher screen, you will enter the required information and Click Next.

An error message will appear if you enter a start and end date that exceeds 84 calendar days.

N
NORTH CAROLINA ;/ N'\E'\ * Plan: test Bladen County Schools Edit Mode: Change Request

Contract Number: 2633817 User: Jeanne Barnes  Fiscal Year: 2016-2017

*
*

Home NCPKKids Instructions  Logoff

Prekindergarten Program

S ——

ou have requested that the teacher be placed for 92 calendar days. For a long term sub, the maximum allowed time in the classroom is 84 calendar days.

Place Teacher
If teacher placement is for a new teacher, select button for new teacher and enter teacher's first and last name.

@——New Teacher-- O Christy Hales O Kathi Ward O Satella Washington O Tammy Jordan A
O alfredia Bryant O pebbie Brisson 0 Kathryn King Edge O sharon Fryar 0 Tonya Landreth
OBetsy Helms O]acque\ine Johnson 0 Kelley Rachels 0 Stephanie Worley O rema Hunt
OBetty Wilds O Janice Monroe Robinsan O Laurin Mceill O susan Faulkner O valerie Morris
OBrenda McDowell O JANICE SMITH O Michelle Melvin OTammy Jackson O Viola Lennon Freeman v
mr-..-l\... Nirkhardnne m RITLEEN PR P m Comdea Audker | lamlidna
>
Please enter the teacher's legal name.
First Name Middle Name Maiden Name Last Name
Blake | | | | [Shelor] X
Teacher Ethnicity: Hispanic ®ves Ono
Teacher's Race [J american Indian or Alaska Native
(Check at least one, and all that DAsian
apply)

D Black or African American
D Native Hawaiian or Other Pacific Islander

M White / European American

Teacher Type: [Long-tem Substite Lead v

Site: |Child Care Network, Inc #86 v\ Site Type: Private For-profit child care center To send a classroom request to DCDEE for
Classroom: | Child Care Net#86 v review, please select the reason before

Start Date: End Date: VER clicking the next button. S
s,
Cancel -
= - SD Next
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Long-term Substitute Lead:

When you Click Next from the Place Teacher screen:

» the status will be Pending for the Classroom Assignment
» until the required education information is entered for the Long-term Substitute Lead Teacher

See the red error box and yellow caution triangle for the information that must be entered for
education/credentials.

Teacher: Blake Shelton

Please enter the teacher's legal name.

Teacher Ethnicity: Hispanic ®ves Omo
FirstName:  Blake Change Name Teacher's Race D American Indian or Alaska Native
Middle Name: gT)Z?yc)k at least one, and all that DAsian
Maiden Name: [Jelack or African American
Last Shell [native Hawaiian or Other Pacific Islander
ast Name: IEfton
White / European American
Active:

| Education, License and Credentials are Editable

Classroom Assignment
The Teacher is not approved to teach in a private site. Please enter required education, licensure and/or credentials.
Status Site Classroom Teacher Type Entry Date Exit Date Maximum Rate A
[Percing | chd Care Networ, Inc #95 chid Care et <86 Long e Subsiute Lead 0810112018 | 10232016 lockis]  pTE——————————
Approved Teacher Types Long-term A Long-Term Sub Lead teacher must have earned a BA or
Substitute Lead: higher degree an ECE or ECE Related Field.
Approval Long-term A Long-Term Sub Lead teacher must have earned an AA or
Teacher Type|Site Start Date End Date, T h 3
e R A s Substitute Lead: higher degree in Child Development or Early Childhood

Education

Education.

ECE Related | Earned or = Date = GPA 2.5 |6 Documented

Degree ECE Fields| Fields  Working On Earned or Higher Hours m

Once you enter the required information, the Long-term Substitute Lead Teacher assignment to the
site/classroom is Active and process is Complete.

You will not need to submit a change request.

Teacher: Blake Shelton

Please enter the teacher’s legal name.

Teacher Ethnicity: Hispanic ® ves O No
First Name: Blake Change Name Teacher's Race [l American Indian or Alaska Mative
. R {Check at least one, and all that .
Middle Name: apply) [ asian

Maiden Name: [Black or African American

[Inative Hawalian or Other Pacific Tslander
Last Name: Shelton
White / European American
Active:

| Education, License and Credentials are Editable |

Classroom Assignment

N Status Site Classroom Teacher Type Entry Date | Exit Date Maximum Rate
omplét
u]l[]l] e .e [Act\ve

| Child Care Network, Inc #86 | child care net.=gs | Long-term Substitute Lead | 08/01/2016 | 10/23/2016 | NG Pre-K Primary: $550
Approved Teacher Types

Approval
Teacher Type Site Start Date |End Date Type
Assistant All Sites | 05/15/2015 Automatic
Long-term Substitute Assistant| All Sites | 05/15/2015 Automatic
Long-term Substitute Lead All Sites | 05/15/2015 Automatic
Education

ECE Related| Earned or Date GPA 2.5 6 Documented

Hours

2016-2017 : Not Applicable | edit| etete | [IEEZIID

ECE Fields Fields Working On Earned |or Higher
[AA ! AASI Early Childhood Education Earned 05/15/2015
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Long-term Substitute Assistant:

When you Click Next from the Place Teacher screen:

» the status will be Pending for the Classroom Assignment
» until the required education information is entered for the Long-term Substitute Teacher

Assistant

See the red error box and yellow caution triangle for the information that must be entered for
education/credentials.

Teacher: Burt Reynolds

Please enter the teacher's legal name. Teacher Ethnicity: Hispanic Oves ®po

First Name: ~ Burt Change Name Teacher's Race [ american Indizn or Alaska Hative

Middle Name: g;;?;)k at least one, and all that W asian
Maiden Name: [eiack or African American

D Native Hawaiian or Other Pacific Islander
LastName:  Reynolds

Active:

thite | European American

| Education, License and Credentials are Editable|

Classroom Assignment
|The Teacher is not approved to teach in a private site. Please enter required education, licensure andior credentials. I
Status Site Classroom Teacher Type Entry Date| Exit Date Maximum Rate A

Child Care Net.#86 Long-term Subsfitute Assistant

08/01/2016 | 10/23/2016 | Teacher is an assistant, | Delate Teacher Qualification - One of the following criteria must be met:
and is not reimbursed.

Pending ‘Ch\ld Care Network, Inc #36

Long-term Substitute A Long-Term Sub Assistant teacher must have at least a
Assistant: High School Diploma / GED.

Approved Teacher Types

Approval
Teacher Type Site Start Date End Date| Type

Education

ECE Related | Earned or  Date = GPA 2.5 6 Documented
Degree ECE Fields| Fields |Working On Earned or Higher Hours

Once you enter the required information, the Long-term Substitute Teacher Assistant assignment to
the site/classroom is Active and process is Complete.

You will not need to submit a change request.

Teacher: Burt Reynolds

Please enter the teacher's legal name. Teacher Ethnicity: Hispanic O ves ® no
First Name: Burt Change Name Teacher's Race [[J american Indian or Alaska Native
Middle Name: (;;I;IE;)I( at least one, and all that ] asian

Maiden Name: [IBlack or African American
[Inative Hawaiian or Other Pacific Islander
Last Name: Reynolds

Active:

I:Iwhita / European American

| Education, License and Credentials are Editable |

Classroom Assignment

. Status Site Classroom Teacher Type Entry Date | Exit Date Maximum Rate
ﬁ"[“plete Active Child Care Network, Inc #86 | Child Care net.#86 | Long-term Substitute Assistant| 08/01/2016 | 10/23/2016 | Teacher is an assistant, Edit | Delete
: and is not reimbursed.

Approved Teacher Types

Approval
Teacher Type Site Start Date End Date Type

Long-term Substitute Assistant| All Sites [ 06/15/2012 Automatic

Education

ECE Related | Earned or Date GPA 2.5 6 Documented
ECE Fields Fields Working On Earned | or Higher Hours

06/15/2012 2016-2017 : Not Applicable | Edit | Delete

[ New ]

High School Diploma/GED
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Change Requests:

From the Place Teacher screen, you have the ability to create a Change Request by making a selection
from the drop down list and clicking Next.

—, I
o AR . . P .
NORTH CAROLINAKX \\ ‘* Plan: test Duplin County Schools Edit Mode: Change Request
* Contract Number: 2653918 User: Jeanne Barnes Fiscal Year: 2017-2018
— *

Home NCPKKids System Messages Instructillhs Logoff

Prekindergarten Program

Place Teacher
fteacher placement is for a new teacher, select button for new teacher and enter teacher's first and last name.

O --New Teacher-- O Delphine Reid O Kelly King O Penny Allen O Tawanda Cyrus A
O Aida Massey O Emily Martin O Kimberly Jones @] Puquita Qutlaw O Terri Gonzales
O Alicia Randolph O Gwendolyn Hood O Latisha Boney O Rose Ingram OTheresa Taylor
O Amanda Baker O Helen Robinson O Mary Artis O samantha Thompson O Traci Parker
O Angelina Sebastian O 1velisse Henriquez @] Nancy Padilla O Senora Lisane OTracy Fountain LV
() BAkkin Fends () Amrlein Evibenll () Mbalin LAl () Chavnn Chiloan (W iarian an
>
Teacher Type: [--Select One-- v|
Site: |-Select One-- v To send a classroom request to DCDEE for

review, please select the reason before

Classroom:  Site has no active classrooms.
Start Date: | | End Date: | |

clicking the next button.

Change in Education / License
Change in Payment Rate
Verification by Workforce Education Unit

NC Pre-K Staff Review

Change Requests are used for the following reasons:

a. Change in Education/License — For example, a teacher held a NC Lateral Entry BK license and now
holds a SP1 BK license.

b. Change in Payment Rate — For example, a teacher was at the $600 payment rate but now should
receive a $650 payment rate due to receiving their SP1 BK license.

c. Verification by Workforce Education Unit — For Teacher Assistants in Private Sites only. You can
also use the Convert To Change Request button.

d. Review by NC Pre-K Staff — For special circumstances that require you to submit a change request
for NC Pre-K Staff to review/approve the teacher placement.
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